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Filter on: Last 4 digits of SSN# and Employee Last Name to get just a single employee. 

 
 

 

When filtering on Last 4 of SSN# make sure you select ‘Search’ in the Show View box and then 

enter an asterisk (*) and the last 4 digits of the employees SSN# (see screen print below).   

 

*Filter 

 
 

 

*Report 
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*Report continued… 

 
 

 

* Initial Selection Criteria 
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* Additional Selection Criteria 

  
 

 

 This report pulls from IT0000 – Actions, IT0001 – Organizational Assignment, IT0002 – 

Personal Data, IT0008 – Basic Pay, IT0041 – Date Specifications, and IT0077 – Additional 

Personal Data.  

 

 ‘Columns’ shows the field selections that are displayed on the report. 

 

 ‘Free Characteristics’ shows the additional field selections that can be dragged and dropped 

in and out of the report. 

 

 This report lets you verify that an employee is active with the State. 

 

 


